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About Purchase Order Print: 

Users with the role of Buyer have the ability to print and dispatch purchase orders for the record. 

Users without this role are not able to print purchase orders.    

Note: A PO must be in Dispatched Status in order to have the Buyer Authorized Signature block 

available on a PO.  

Dispatch a Purchase Order      Pages 1- 4 

Print a Purchase Order       Pages 5 - 6 

 

Dispatch a Purchase Order 

1 Navigate to Main Menu > Purchasing > Purchase Orders > Dispatch Pos. 

2 Create or use a Run Control ID that is already available. 

 

3 Enter Business Unit: 50100. 

4 Enter a selected PO ID #.  

5 Check boxes as shown to ensure PO comments will display. 

6 Click Run. 
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7 Check PO Dispatch/Print and ensure that the Format is PDF. 

8 Click OK. 

 

 

9 Click the Process Monitor hyperlink. 
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10 Click Refresh until Run Status is Success and Distribution Status is Posted. 

11 Click Details hyperlink. 

 

 

12 Click View Log/Trace hyperlink. 
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13 Click on PDF file. 

 

14 The PO is available for signature and print.  
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Print a Purchase Order 

 

15 Navigate to: Main Menu > Purchasing > Purchase Orders > Review PO Information > Print POs 

 

 

16 Click Search, to find a run control.  

 

17 Enter Business Unit: 50100. 

18 Enter a selected PO ID #.  

19 Check boxes as shown to ensure PO comments will display. 

20 Click Run. 
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21 Check Process PO Dispatch/Print. 

22 Click OK. 

23 Repeat Steps 9 through 13 above.  

 

24 The PO (copy) is available for printing.  

 


